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Ssetlosi Cliie£ Eobert: -to 

tbs ISsatification Bivisioss at FBI, Hsat%aa:?ters sad fotmsrls^ the 
Actios Cliiieg of gectiOB ZS'^Z ia tSje coataeted 

Special ilci'eat l i Jby te 2 .eoboao> Mter being, ^teassarsd 

Social Ilgont lT" I was asaigaed to the defuse di^covssci' opaxatioa,. 
TiZ^ aitacfeelfoxd advised be still bad soes materials? from Ills ol4 
ticisler files in IS~2 fiblcli be Txanted tp tnm ±n to onr possession. 


<Sr. Baac^elford 'ssras advised bad intended to contact aim 
todas" to determine if be retained any snob ticklers, sss agreed to 
meet in bis office- (^osa ld$S3>„ to tS:e custody of tbe doctis^nts and 
to famisb Mb a receipt, 

bccoa^aiied by I , , , Iseea -condnctin^ ■ b7c 

the iaventoa^y of docosents originally seised at FEZ- Head^ 2 nGrfcers 
daring bng^t 197ff I Kant to i2r, Shacitolford^a office # reviewed the 
material iT and famished a ts^o-page receipt to a copy of which is 

attached and .inel’aded as part of this record of interview* 


r-.hr, Shackelford advised he liad ia^Jo' filing 
cabinets# eadx containing tsjo drawers in his old office 'in IS-“2* ' 

Following the sedrarc of the documents in ahignet 197© and tlioir 
sabseguent retnm to the rooms in which they wrse located# ho tscame . 
concerned since he knew some highly- seasltiy© FEI materials were in 
the .foldea:^, E© noted irany of the folders had teen inherited by hlTi 
fron Ms predecessor Section Chief in JS'~2* He# therefore# Tient and 
spent approximately one-~half day or Bore reviewing the folders# one 
drawer at a -tiise. ' • ■' ■ 

I-Sjst of the imterials did not peftMa to the Ifeatheraan -,1 

- investigation but related to general overall policy in 2S~2 Section, - • | 

Ee eB^ haBisad h s . had seen nothing ralevant to the prosecution «3ase, I 

Bs had ) L Ms secso'taryr destroy the material which he fopnd be , | 

ho be insignificant or <^Bpi€st 0 ly unrelated to the ingniry into ' b7c | 
the FBX^-s investigation to locate Weathornan fugitives, ¥0 retained 
material which he considerad either very sensitive or of potential xmb 
to the defense in tMs case or to Mmself in Bahlag any o:is^lanation 
he Bight 'be required to .give, 
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CABIKKT 

ROOM # ITEMS 

REQUESTED ITEMS RECEIVED 


•1439 

■ 11 

0 


•1427 

41 . 

40 


4427 

6 

6 

^•S 

4427 

1 

1 

/»5 

4427 

1 

1 

■ 

4427 

5 

5 

ttl 

None 

— 

/ Eri'closure* 5' 


None 

— 

— 

^9 

4427 (moved to 
Div. 9) 

28 

28 

#10 

4427 

4 

4 

#11 


10 

10 

#12 

None 

— 

— 

#13 

44.27 

46 

46 


4439 

12 

0 

#15 

4427 

9 

7 

#16 

4427 

31 

28 

© 

, 4439 

16 

0 

#18 

None 

— 

— 

#19 

4427 

11 

9 

#20,21,22 

None 
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PLAINTEXT 


TELETYPE 


JUNE 1, 1976 


TO ALL SACS AND LEGATS 

• 1 - Mr. Callahan ! 

FROM DIRECTOR FBI /v’ Z. 1 - Mr . Jenkins 

/ ' - *" '--y Adams 

A'. SURREPTITICWS ENTRY ■ . ' ' / - ^ Assistant 

, / . - Director 

EFFECTIVE IMMEDIATELY, ALL EMPLOYEES ARE HEREBY'-T;: 

INSTRUCTED NOT TO DESTROY ANY DOCUMENTS, WHETHER IN 

OFFICIAL FILES, PERSONAL POSSESSION, OR OTHERWISE, 

RELATING TO SURREPTITIOUS ENTRY OR ANY OTHER SECURITY 

OR INTELLIGENCE FILES, MEMORANDA, DATA, INFORMATION OR 

PAPERS. THIS INSTRUCTION APPLIES TO ALL COPIES AS WELL f ' 

AS ORIGINAL MATERIAL AND TO INDEX CARDS, ABSTRACTS, AND 

SUMMARIES WHEREVER THEY MAY BE LOCATED. 

ADVISE ALL EMPLOYEES OF THIS INSTRUCTION. . 

Enclo^arp 6 ’ ■ ^ ^ 0 — 

" , IlfVAi^C of teletype fiirnished AAG, Civil 

Rights Division by r/s- 6/2/76, 

NOTE: Mr. Adams requested this communication be prepared in 
response to item #4 in a memorandum from Assistant Attorney General, 

Civil Rights Division, to the Director dated May 28, 1976, captioned / . ^ 
•'Surreptitious Entry Investigation. ” Ticklers for , f rr ^ /i^’' / 

' bvy ■ • r -,■ /'?; • , 


• SURREPTITIOUS ENTRY 


EncloSiirp 6 


a.p;AS.#ZJAM:mfd . .. ^ A 

' , I APPROVeO; , J/A Ext. Affaiis 

It/IZv^uN ss W6 | 

fEOFiftl- BUftEflU OF liitell... P'rP p lA P fj 

TX'A^ ^ Z-.20»M1CAT10MS SECTIOM .. bCCClAeO v<. . 

■ T‘« i 1 


1 Rec. \ ^ ^ ^ ' a ) 

) fO-JUt.r5'ifEi.ETiEE 

■ Telephone Rm. - 

I Director Soc»y fiUAllimOQM I t ,.., TELETYPE UNIT I 

p 5 NW: Cng/b 




ALL IlJFOBmTIOI COUTAIMED 





This is to confirm telephone conversation with you 
of yesterday. . 



1) You have agreed to provide us next Wednesd^^- • 

Jine 2, 1976,- with a !lJ.st of fifteen ertployees’ from viiich 
we will choose- between ten and twelve persons to constitute 
the EBI Inspection Team. Such persons will be chosen based 
i^xDn criteria we discussed in your office Tuesday. ■ We will 
pronptly set out to interview and select those persons upon 
receiving your list. , ' 

2) You have suggested, as in the case of Mr. Dowd's 
investigation in Richmond, that a senior coordinator of - 
the FBI Team would expedite the investigation'. In this 
regard, you will be providing two or three names of persons 
from /Rhcm we might chose a oDordina-bDr. If we do so, it 

is unders-txxxi -that -the conduct of Idle investigation in 
all regai'ds will be directed by -the Civil Righ-fcs Di-vision, 
and that ■.'die si^iervisor will act only -fx* coordinate and 
expalLte inireau work. 

3) We have tentatively agreed to use Bureau personnel ■ 
to assist in -this investigation. With -bhis in mind, we 

are going forward wi-th the foregoing -two steps. If, prior to 
actual deployment in -the field, either you or I decide that the 
use of the Bureau is ill-advised, either of us can reverse 
our current course, in i^hich case the Civil Rights Division 
will ccnduct -fche investigation through other ireans . 


I 

I 


4) We understand from Tuesday's meeting -tdiat you 
will shortly send a protective menorandum -bo all field 
offices reminding them of their already etis-hing obligation 
not to des-trqy any documents, \diether official ^or in -tdieir. 

^ ^ ■ Si ( y ■(2^ ' 

\ 1^1 ' CA/yC 


i 




- 2 - 


personal possession, relating to surreptitious entry or any 
other security or intelligence files, memoranda, data, 
'information, or papers. We would appreciate receiving a 
copy of that ir^iorandum as soon as it is s^t, ■ 

5) - Mr. Shaheen advises me that the n&J Senate Oversight 
Ccsmmittee goes into' effect next Tuesday, June 1, 1976, and 
that the probable chairman Will be Senator Daniel K, Inouye 
(Dan. , Hawaii) . We may be well advised to inform appropriate 
matibers of the new Oversight Ccnmittee of the existence of 
the investigation, vjithout disclosing compromising. detail. 

I will advise you further of our views on this itat-ter before 
seeJdng an appointanent on the Hill. 

6) We have drafted -a press release, which I aread to you 
on the telephone, which confirms only that an investigation 
into sensitive matters involving the FBI is taking place. 

I would not at present seek to release this information, ' 
but will keep it on hand in the event that the Department 
feels it necessary or appropriate to respond to press 
inquiries. 


7) You have indicated a possible interest in canvassing 
all raenibers of the FBI, nationwide, for .their personal 
knowledge about surreptitious entries or other questionable 
intelligence or counter-intelligence activities. Last week 
I suggested that you refrain frcrti executing this, idea (if 
you were inclined to do so) until we had our mating on 
Tuesday. Following our discussion on this natter Tuesday, 

I have decided, as I indicated' on the telephone, that the 
decision as to whether or not to conduct such a canvass 
should be entirely and independently yours. As X indicated, 
o\ir only rec^est is that should you decide to make such a 
canvass — and again, at this time wish to ejpress no views 
for or against such a racve — we would appreciate some advance 
notice so that '^^;e can avoid conflict with our existing 
investigation and conflict with the Garrity decision- 


Our investigation is now foimnally underway, and we sincerely 
appreciate your cxx>peration under the guidelines of . this 
nenorandum and our discussion of last Tuesda ^ 



J. Stanley- Pott-inger 
Assis-tant A-tfcofney General 
Civil Rights Division - 
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UNITED STATES DEPARTMENT OF JUSTICE 


January 2 , 1952 
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MANUAL NO. 3 


Contents of this manual must be held in 
strict confidence and may not be dis- 
seminated outside this Bureau. Manual 
must be maintained in a safe and secure 
place so it will not be available to 
unauthorized individuals, , 


[daily y^RIVALS AND DEPARTURES 

Supervisors should sign in on’ ^tfl register , chronologically in order of. 
arrival when ready to commence duty and sign out chronologically at 
time of departure. Time shown must be exact time of signing register 
and not rounded off to any convenient multiple. Overtime should be 
shown in column so headed after final departure for the day. If 
supervisor is unexpectedly called bacjc to duty and, therefore, has 
additional overtime to record, he should draw a line through previous 
figure and record total after new departure time. 

When supervisor departs on leave, prior to close of workday, he shall 
indicate time of departure in column headed "Departure on Leave." 

If he is not going to return that day he should also sign out in right- 
hand column headed "Departure." If he is going to return from leave 
prior to end of regular workday, he should sign out only in leave 
column. When he returns from such leave, he should indicate time of 
return in same space where he signed in at beginning of workday. 

Departure from office for breakfast or dinner and return should be 
indicated on register. All departures during workday must be approved 
and there must be appropriate charge to leave. Deductions from overtime 
should be made for absences during nonworkday. Overtime is to be 
computed at close of each workday and not carried over to following day. 

Travel overtime shall not be counted for FBIHQ representatives proceed- 
ing to any field division while on special assignment, including travel 
of inspectors and aides on inspection, travel of FBIHQ representatives 
on speeches or other special assignment, and travel between FBIHQ 
and Quantico. 

M AINTENANCE OF FIREARMS IN OFFICES 

Firearms assigned to a supervisor may be maintained in his desk drawer 
provided desk is locked at all times when supervisor is not present. 
Firearms may also be kept in locked brief case provided it is main- 
tained in suitable and safe place, such as desk drawer or file cabinet 
drawer assigned to the supervisor. 

PHYSICAL CONDITION AND MAINTENANCE OF OFFICES 

Rules concerning physical condition and jaaint jsna nce of offices and desks 
are substantially same as those applicable to field offices. The offices 
must be maintained in proper physical condition at all times. 

Supervisors may jiai ntai n. Bureau manuals, memoranda, and ticklers cover- 
ing matters over which they have supervision. An excessive amount of 
supplies should not be maintained in a desk. The interior of desk 
should be clean and well arranged. 

Each office should have access to white-rimmed confidential waste- 
baskets in which all wastepaper of confidential nature is placed. 

All employees should be instructed in use of confidential and non- 
confidential baskets. 
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2 - 25-74 


(11) • Notafcions on yellow 

'When appropriate, file copy of outgoing correspondence should 
include motation indicating either that therk is no record in 
. .Bureau files relating to correspondent or summarizing available 
data. 

(12) . Special _t_ags on outgoing mail I 

•‘^neci al t ags should be used only on mail of urgent nature. When 


a3bjf k:a ; 

Supervisors shouldjpetain Iripkler copijes^f"cbrresporid^ce'lfoX'y6U 
days>vpo {that t^iery can be rea^ily''TIo^ted^hpn call^>-'for. To ^ 
maint aiiKti ckl^r for more than^ SCTsi^s, apprOTad ^fappropriate 
Assistan'^DIx^tor must^e obtainedr^'^eriodicaPlyeach Division 
will i^iew itb>.pra^i'ces re preparati^ of ti'^klerbv^hecking with 
recipients and el-iriinating those where there is no demonstrable 


(15) Correspondence from publishers , editors, 

Wlaen correspondence is received from publishers, editors, journalists, 
or anyone in the writing field, the correspondence shall be discussed 
with the appropriate officials of the External- Affairs- Divi sion 
before a reply is prepared. > . 

(16) Correspondence dealing with public relations 

Correspondence dealing with public relations and any Correspondence 
which does not easily fall within a particular investi'ghtive clas- < 
sification will be prepared in the Correspondence and Tours Ee'ctinn. 
Such letters should be sent by routing slip to the chief of the 
Correspondence and Tours Section. 

Lstters of commend at ion. . • i ^ 

I Letters of commendation to Special Agents should^ be prepared in the ^ ^ 

[Finance and Per sonnel IPivision. Letters of commendation to law 
enfprmneiy’' 'officers .ahH'^Bfexs outside the FBI should be prepared 
m~tKe Corres pondence an d Tours Section. FBI National Ac adem y 
mail is '^prepafeS^^fHe*fTaTnTng~&ivTsion. \ 


'ifVWvx. V. 

Q.y<L,. 

G-wc: jii . 
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' (11) Jtoj^.t.ian.a.-ga yg)-iQw 

When appropriate, _file_co2l o'f outgoing correspondence should 
include notation indicating either that there is no record in 
Riirpaii files relating to correspondent or summarizing available 
data. 

(12) JSpaciaLJLagS on outgoing mail 

Special tags should be used only on mail of urgent nature. When 
an employee places a special tag on outgoing communication, he 
should initial and date tag. 


(13) .JR-ewri-tes- 

When a letter has been rev?ritten by someone other than original 
dictator, copy of rewritten letter should be designated for person 
who prepared original correspondence. 


(14) Ti^cklers on correspondence 

[Retention of tickler copies of unclassified documents will be at 
the discretion and good judgment of each individual FBIHQ_ super- 
visor The number of documents made should be on the basis of 
need and must be carefully controlled to avoid the indiscriminate 
preparation of unnecessary copies. Each Assistant Director will 
have the freedom to monitor the preparation and retention _ot 
tickler copies in a manner most compatible with the division s 
work . ] 


(15) Correspondence from p , pT?lj-?hers^ -editors,. ..gAg-a 


When correspondence is received from publishers, editors journalists, 
or anyone in the writing field, the correspondence shall be discussed 
with the aDoropriate officials of the [Public Affairs Office] 


with the appropriate officials 
before a reply is prepared 


(16) Correspondence dealing with public re.latji.ao,s 

Correspondence dealing with public relations and any coi^respondence 
which does not easily fall within a particular investigative clas- 
sification will be prepared in the Correspondence-ajidJi:QU£.&^.e^t.4.on. 
Such letters should be sent by routing slip to the chief ot the 
Correspondence and Tours Section. 


.(’17) Letters of commendation 

Letters of commendation to Special Agents should be prepared in the 
Finance anH Personnel Division. Letter of commendation to_law_ 
enfor cement ofH cers andolfch^ outside the FBI should be prepared 
ITT the" CoTTrspordence and-TourS— Se ctiari. FBI National Acadcmny • 
mail is prepared in the Training Division. 


28 
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(d) The, overall polygraph program is coordinated byCthe Laboratory . J 
‘ Statistical data and comparative reports are submitted quarterly. 

Ce") Tickler copies of all communications ^regaxding all polygrap ^ _ 

matters should be designated for the [Laboratory , JPolygraph Subunit. 

BUREAU LIBRARY 

(1) The FBIHQ Library" at the present time maintains current reference 
books as well as a limited amount of other literature which are 
catalogued immediately upon receipt. These reference books are 
indexed in the main index which is now maintained at Quantico. 

(2) Current Bureau publications and news magazines are reviewed, 
catalogued and filed in the FBIHQ Library. In addition the out-of- 
town telephone directories are maintained by the FBIHQ Library. 


PUBLICATIONS - RENEWAL 

Each division should set necessary administrative ticklers to insure _ 
an annual reevaluation of all subscriptions to pub lications to coincide 
with subscription renewal date. A control file should be maintained 
for filing the annual reevaluation memoranda and this control file is 
to be purged after each annual inspection. 


48 
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Il'ipEX 

SUPERVISORS’ MANUAL 


Teletypes 

approval of, 19,56 
changing to airtel, 19 
* -coded, 20 
copies, 20 

retained in Teletype 
j,. Subunit, 19,20,22 

, •' c’' "to foreign offices, 20 
*' disseminated’ to Government 
— ? agencies , -21 ,56 

from field transmitted to 
Government 
agencies , 

21,56 

general instructions, 18 
"Immediate," 19,20 
incoming at night , 58 
indexing, 11 
"Nit-ei," 18,19,20,21 
notation identifying 

recipient 
of, 56 

received after hours 
incoming 

in field office, 19,56 
of interest to the 

Director, 59 
outgoing, approval of, 

56 

relaying of, editing 

change, 21 

responsibility for changing 

transmittal desig- 
nation j 19 

to Anchorage, Honolulu and 
San Juan, 19 
to Foreign Offices, 20 
^ 1 ’’Ur^^nt ,"' 19 ,20 

Xerox copies to Government 

agencies, 21,57 


Tel-Kee cabinet , 43 
Terminology 

correspondence going outside 
Bureau, 25 

intra-Bureau letters, 25 
loose, in reports, other 
communica- 
tions from 
field, 50 

Testimony by Agents assigned 
to foreign 
office, 54 
Through-dialing system, 5 

for AcMtni'S tl' alive- Division 
administrative communica- 
tions re Bureau 
personnel, 26 
for forms survey, 51 
for Office of Congressional 
Affairs, on 
legislative 
matters, 27 

pxoiy•g■l^ap^T7-■47■"'V^ 

maintenance of, 1,28,48 

Time limits, handling mail, rv— 
23,24 

Time-stamping 

cover memorandum, 23 
mail, 23 

Tokyo *'• 

area covered by, 54 ' 
liaison by, 52 
Toll calls, local, 4_ 

"Top Secret" material, 39 
envelope, forward in, 40 
sent to foreign offices, 20 
Training 
classes, 2 

absence from class, 2 
supervisors instructing, 2 
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UNITED STATES GOVERNMENT. 


" .-DATE: 3/.IO/53 


•'The Executives Conference 


EROM : THE EIECUTIJES CONFERENCE \ “ 

subject: /.>.»./- .. _ N — 

’ The Executives Conference of -March 5^ 1953, consisting of ■ 

Messrs* Tolson, Tracy, X^ughlin, Parsons, Mason, B.elmont, Glavin, ~ 

Holloman, Gearty, McGuir^^and Mohr, considered the present Bureau >• ^k. 

rule with respect to theyr's^ention of ticklers by Bureau officialsj N 

and supervisors and specifically the rule with respect to the re- j | 

tention of original memoranda prepared by the Director. I J 

The Conference 'was advised tho,t the present Bureau rule witfC\ ^ y 
\respect to tickl er copies of correspondence is , that they ^hall^no\ 
r \be reta ined in exce ss of 60 days and^ should be jdestroyed^ sooner ,i^ be 
\they ha ve s erved thei r purp^ose. ’""it is 'further ’provided that at least 
every 60 days each Assistant Director shall review the ticklers in 
’1 the possession of the supervisors in his division to definitely de- 
termine whether the supervisors are abiding by the instructions. 

■ •;> Should the Assistant Director determine that the ticklers in certain 
types of cases of a continuing nature should be retained for a longer 
f period of time, the Assistant Director may so instruct the particular 
'\ supervisory employee . However, the Assistant Director is instructed 

to submit, a memorandum to Mr. Tolson advising him of the identity of t 

'd the supervisor and the ticklers he- has approved for retention beyond j 

■■J the 60-day period. Whenever a supervisor has been transferred from { 

a division or has resigned, before such supervisor deoarts on trans- j. 

' V-./er or ceases active duty, all ticklers in his possession shall be j 

obtained by the Assistant Director for review to determine whether 
^^\they should be destroyed or assigned to the supervisor's successor^, | 

, i/-.-' 2’?ie Conference was advised that there w as no_i^nstjruction_^^ [ 

s pecif ic'a lly covering original^jnemprianda^ prepared by the Difectot : 

for^^ r. Tolson 'or son e~"ot her 'B urea u off ioials , and on -which origingl^ | 

• memQ'mn 5a"g veilovTcopy ^s^be^en pjrepgred for file purpo.se^.:. In \ 

other words, an Assistant Director could conceivably keep these^ i 

•" original 'memoranda indefinitely^ which' some -'do • f: / | 

■The Conference was unanimously of the opinion that pTiginal^ | 

•' me m^anda prep are ^by the Director^ for which a yellow copy is pre-^ I 

pgffifd f 'orthe file should be retained for not more than^six m,onths.,, ? 

afte^ which pejriod of time , they ^should be destroy et}., Ihe Conference I 

'felt that' the "s'lx-m.o nth period should be utilized because these , 

original memoranda are frequently referred to, particularly those , « 

which are received by Mr. Tolson, and it was felt that a 60-day . • ' i 

period of time was too sho-rt but that. six months would permit a’ . ' 

^sufficient period to retain 3 Uoh mmm^.anda. _ ^ 

APR 10 1953. ^V'/, - -■ / / 

t, ■ "V 

■CO - Mr. Clegg \x' '' '• - ' 


In the event the Director agrees with the unanimous views of 
the Conference 3 . appropriate instructions will be issued to each 
Assistant Director and such memoranda prepared by the Director in 
the future will be destroyed at the end of six months. 





I4EM0R2U!IDUM TO THE DIRECTOR 
RE: SECURITY OF FBI OPERATIONS 


III. DETAILS 

All persons interviewed agreed on the necessity 
for maintaining tickler copies of" documents and policy 
folders as an efficient paper management system. This 
allows -prompt response time- by eliminating docxament retrieval 
delays . ' , 


All but one of the Bureau officials contacted in con- 
nection with this survey felt that the present rule in the Bureau 
Supervisors' Manual regarding ticklers on correspondence, 
which requires the approval’ of the Assistant Director to 
maintain ticklers for more than 60 days, was not realistic 
and should be changed. It was felt that a more realistic 
approach would be to drop the arbitrary sixty-day retention 
rule and leave tickler retention to the good judgment of 
each individual desk supervisor. A system such as this 
could be monitored by the Section Chiefs who would be 
responsible for insuring that excessive and unnecessary 
ticklers would not be maintained. He could make a review on 
a monthly basis. ■ 

One Assistant Director - felt that the present system 
worked well in that it gave him a chance to review, every 
ninety days, what ticklers .were to be kept in his Division. 

With the above suggested change, each individual ' 

Bureau supervisor would be responsible for maintaining only 
those copies of documents necessary for the practical and 
j efficient operation of his desk. Each Assistant Director 
would be free to monitor the system in any way he felt was 
compatible with the type of' work in his Division and establish S 
any additional controls he felt necessary. ' . 

The regulations of The National Archives and Records 
Service (NARS) contain no requirement to maintain or account ■ 

' for tickler copies of documents preserved only for convenience 
. or reference. 

In an effort to control unnecessary copies of 
documents, a .memo should be promulgated to all Bureau officials 
and supervisors, cautioning against the preparation of unnecessary 
copies of communications . ' ' 
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MEMORANDUM TO THE DIRECTOR 

RE; SECURITY OF BUREAU OPERATIONS 


Emphasis should be placed on sending copies of 
Bureau coinmunications only to those personnel who have a 
need to know the information. 

Based on a review of the findings and recommendations 
of the Task Force on Paperwork and conversations with the 
previously mentioned Headquarters Divisions , there appears to 
be no additional controls necessary on duplicating equipment 
that would be practical. Any additional restrictions would 
impair our efficient operations to an extent that would outweigh 
any slight increase in security. 


IV. RECOMMENDATIONS 

(1) That the regulation regarding ticklers on correspondence 
be changed to eliminate the 60-.day written . rule . In the future, 
tickler retention will be up to the good judgment of each Bureau 
Supervisor. Each Assistant Director will establish a system 
whereby a monthly review by Section Chiefs will be made to 
insure no unnecessary ticklers are being maintained. 


(2) If recommendation #1 is approved, OPE will 
handle Manual changes and inform all Headquarters Divisions 
of the changes . 



MEMORANDUM TO THE DIRECTOR 

RE: SECURITY OF BUREAU OPERATIONS 


(3) That a memo be circulated to all Bureau officials 
and Supervisors cautioning against the preparation of unnecessary 
copies of documents and the. restricted circulation of Bureau 
documents to persons with the "need to know. " 


If #3 is approved, OPE will prepare the necessary 


! 


MEMORANDUM TO THE DIRECTOR 
RE: SECURITY OF FBI OPERATIONS 



i 

\ 


\ 
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RE: SECURITY OF FBI OPERATIONS 


' , i.,. . The Office of Plcmning and Evaluation (OPE) has 

, completed a survey concerning the accountability of tickler 
copies of unclassified docuiaents retained by FBIHQ personnel. 

' , , , , The current Bureau policy regarding ticklers on ' • 

, r ' correspondence states that ” Supervisors should retain tickler - ^ 
r ' ^ .• copies of correspondence for 60 daysjr so that they can be 

‘ readily located when called for. To laain'tein. tic3cler for more 
' S- - ‘ th an 60 days# approval of appropriate Assistant Director, must 
1 be obtained. Periodically each Division will review its 
- . ■ , . practices re preparation of ticklers , checking with recipients .. 

■a..oc oir 2_ and , eliminating those where .tliere is no demonstrable need. , ; 




,7 Memorandum-' to ' All ' Assistant ' 'Directors'" 
Operations' ' ’ *' “ 

‘>|t-:^-'t;i^62-116738 '^... r- / 7- ' 


5 In'Vconnactiori ’ with'-' their ^survey," OPE contacted . -the ’ 






,;7ff • . ..' ^ 'v '•AH' agreed on the necessity .for ^maintaining tickler.^ •; 
rjv cppigs -of ■documents /and ■'PolicyitfoldWs«'as7an efficient:* paper ^ 
;;77p^^iagement ‘system.’’.- This allowd'tprompt. 'Response' time^by../- ' ' ; ■ 

-^eliminating document ;retrieval-;deiaysii;hP^®'^®^' the ,pPE, ' .v‘. ■ ■ 

'survey^. determined-there was 'signifioani:'.'; indication that;- the . 7 
;;7j present rule which' 'requires' ■ the-" approyal'^pf 7 the Assistant " ■ "■ 

KT-'-DiJrector- to .-maintain .ticklers’/.fprVmoreJ'thhn 60 ;days’. was not''',’ 
7{rV^®9^1istic 'and shouid^be --changedt: .'Ht was-’ ielt tha.t' a«more 
;';7r®^l^stic approach '.would ^be'.'tp^drop the;,iarbitrary^,60’-day / ■, • '■ 
;^^7*.r®tention rule. and. leave .^tickler^ retentlpn,...,ho7. the’^-good/ r;;-'' 7 - . ' 
‘'^’.J'^judgment of each individual'/de^kHsuperyispr.'. • A 'system ■ ’ 7’ .7 . 

^.f^such :as' this' could : be ■ monitbred'^by; --•the .Section Chiefs'who’ ; ... 
vt; , would"^ -be responsible for , insuring ithat\ekcessive and /' *'' : 
77-Vihneccssary sticklers ‘would hot/.be,. maintained. ’He" could,. ;■ 

.V;7make.., a-,’ review on..a’‘monthly' basis..^4' ...v'’ ■.rV"'’'.'- ■. .-:‘7 - ■ 

7 ; 7 ’ I, have agreed to adopt" /'tliis approach on a one-year 
;;7.7:trial*- basis, after which' 1 'have' instructed OPE- to evaluate - 

77^,this)'method’ and.jadyise,':rae..- . - 

: r ' ‘ ‘V. With the^' above ',suggested-‘c^jahge/'’each, ihdividuai-^' ' ' 
Bureau-^’Superyisor^wiil be7resppnsibie-;:f qrvmairitainihg - only - 

-.|;7those- copies'; of:' documents^. necessary-' for 'the;', practical: an'd/ 7- 
;^'sff£cient , operation of) his 7desk'’..;7'7B’acl^/ Assistant ^Director^ 

will: be / f tee’ to monitor ■ thbvsystem' xh-' any' ’’way - he ;f eels.' is . " v . 
c6rapatible:’wxth the"'- type of work'i'in,' h'is Division-; and) establish ■; 
;;77'any;‘.;\additional 'controls ’--he ■.'feels- /necessary ; 


7 / ' ■ /^During this onerryear . '.trial- ^period, the Inspection •-/■..V 4 

Division in its- inspec-bxons. of the. Headquarters •Divisions'' 
Should' ascertain tha-t^proper ••supervision; is .'being/ giyen- by/:;, 
'/vt,he:Assistant7Sirectprs'.'and;.t^ E.ectipn '/Chiefs .7 7;:^-''- •'■•■*:■' 

7 j; '7 '-'i '/ . Although' the . regulation’s ^ of- -the National'.' A^rchives •)' 7'^ / 
; 'and Records 'Service contain 'no' requirement to maintain of 
account for' -tickler -copies-" of documents - preserved only for 
. convenience or reference, I‘\ feel that in) many cases '.there are • 
;too-'many copies^^jof- a docvraient)being'“prepafed and. distributed . 
•'at' Headquarters. I -want the •originators' of ..'docuinents, to 'be ' .*7 
f^elective in Sheir.- distribution '!-and.)prepare only /the- . " 'A.-' . " 



All 'Assistant DiractorsT 
.1 .-Security ‘Of 'FBI Operations , . 

>I??^!'^^I:62-116738 ' V. ■ ' ' 'V\ ■''-'■■* 


; ^.minimum number of copies 'necessary? to efficiently ’accomplish ' 

. Emphasis . should be. placed' on ' sending copies' of ' " 
;?V;'?^^;;is;Bureau’.cortraunication's only^ -those personnel vjho-.haye a-.-":, “ 
V'V/‘V'- r* "need to /know", the’ information : , , 

As' part'-:of , the ,OPE 'survey/'''a "Task Force on? 

and Document Control, ■■ which., Was T . • 'f, , 
/•f'i'?:??? 'conducted in-. March and April, *197-3/ was. reviewed. 

.The "Task Force Study" was’ a five-part '.study'’ of which * ■ 

■ ^ •on , the N\Mber of Copies, on '’Document /Copying • . •' 

i ./-//Equipment" was one -'of the.- parts. -'Based; on- a 'review ’of ^ 

'V;. ,>l/'>/.the findings and recommendations "of., ;this- Task Force. ‘and .;/ ,/ 
of "OPE ; personnel .with the/abover-smentidned, 'Xf/ 
-Divisions,-, there -appears .-to. be -no* additional, ^ 
^iQ^Mpr^'^^■oon^ol3■ necessary - on duplicating'-.equipment that' would* ' '/' 
practical, Any additional*'' restrictions would, impair 
.efficient operations to , an ',’extent :teat would outweigh”: ‘ 
any- slight .increase - in ^security, ' , ? ,? 1 ’ • ■ / 






- ■ .! • .Neverthelessvfit isAinc'umbent- upon all Bureau ? ’ . 

■ officials and . Supervisors ■ to ;be,, aware," of ;the potential. I- , . 

* problems in'-'.documeht '>contrbl-’ wi'^ ^ unrestricted duplicating ■' ' . 

equipment and to' caution employees ■ to < use J this equipment t only 
when, essential for - efficient operations./ .... , ■ 



• Clarence ' M. " Kelley-' 
Director ^ 




■ See ‘memorand\im H.' E. Hpxie to.-the Director,. ;'FBI/, 

■/?./dated,- .2-27^7,6 , captioned :,a,s :’‘aboveV- -prepared ’.by., RCS : ah../.- //■. 







'!-iafaorajor v...?,j " . 
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WAYmiiomoM^ « IMFOBHATIOH C^^IHED ’ 

osA.f«»u,ctiuioi-i,.4 “ HEBEIM IS TOICllfeF^D 

UffITED 'STATES C^^VeRNMENT . I'Xm 08-05-2009^ 60324 UCBAW/DK/SBS 


Memorandum 


TO : THE DIRECTOR 


date: 3/30/77 


FrAm I ^ p(|r_ Yi.. DE BRULER 


subject: SECURITY OF FBI OPERATIONS 


Reference H. E- Hoxie memorandtim to the Director 
dated 2/27/76, captioned as above (copy attached). . 


To provide the Director- with an evaluation of / ‘ 
the year's trial period during which a change in the guide-^' 
lines for retention of tickler copies of unclassified documents 
was instituted on a trial basis. This change allowed for 
retention of tickler copies, based upon the discretion of 
FBIHQ supervisors. 


uEK-lOS 


SYNOPSIS: / ■>, ■ 'IV T -•/ / 

.'Qrl OR- ^ 

Current Bureau^ policy states, "Supervisors should 
retain tickler copies of correspondence for 60 days, . . . 

To maintain tickler for more than ,60 days, approval of 
appropriate Assistant Director must be obtained." By 
reference memorandum, the Director approved the elimination 
of the 60-day rule on a trial basis and’ permitted tickler 
retention to be at the discretion of each individual desk 
supervisor. Each Assistant Director was free to monitor 
the system in any manner most compatible with the division's 
work. During the trial period the Inspection Division was 
requested to insure that proper supervision was provided 
the maintenance and retention of tickler copies. Director 
requested that an evaluation be made after the year ' s trial 
period. Survey conducted of FBIHQ divisions 3/77, established 
that none of the divisions experienced any difficulties under 
the modified retention guidelines. All divisions agreed the 
modified guidelines permitting tickler . retentijgn^^l; -the dis- 
cretion of FBIHQ supervisors remain in effect. TKe^dSiS'e'^sasi 
of Inspections found nothing to indicate othei^^han proper 
supervision was being provided by division manageA.^'h£4fiSf? \ 
the proper# smaintenance and retention of ticklf^^^^^s . ’I 


1 - f ' n . ■ . 

I Training Division' (Attn: Manuals Desk) 

(3)^ ■ 

y'' CONTINUED - OVER * 


Buy US. Savings. Bonds Regularly on the Payroll Savings Plan 



Memorandum to the Director 
RE: SECURITY OF FBI OPERATIONS 


RECOMMENDATIONS : 

1. That the Director approve the proposed 
tickler retention guidelines which permit retention of 
tickler copies of unclassified documents to be at the 
discretion and good judgement of individual supervisors 
to be monitored by Assistant Directors. 


2. That upon approval of recommendation 
one above, the Forms Desk, Training Division, make 
essary manual changes. 


APPROVED: 


Director. 
Assoc. Dir, 
Dap. AD 
Dop. AD In' 


0: ^ J j Adm. Sorv 




number 
the nec- 

Lcajl Coun 

Pi'n. a Insp.. 

n?c. ,Mgt 

G. :■ 7. Scrv 



Bureau policy states, "Supervisors should retain 
tickler copies of correspondence for 60 days so that they 
can be readily located when called for. To maintain tickler 
for more than 60 days, approval of appropriate Assistant 
Director must be obtained. ’ Periodically each Division 
will review its practices re preparation of ticklers, 
checking with recipients and eliminating those where there 
is no demonstrable need." By referenced memorandum the 
Director approved eliminating the rule requiring the approval 
of an Assistant Director to maintain ticklers for more 
than the 60 days and instead' permitted tickler retention 
to be at the discretion and good judgement of each individual 
Desk Supervisor. This new procedure allowed monitoring 
by Section Chiefs who would be responsible for insuring 
that excessive and unnecessary ticklers would not be maintained. 
It also allowed each Assistant Director the freedom of 
monitoring the system in any way he felt would be compatible 
with the type of work in his Division. .Any controls he 
felt necessary could be established. During the one year 
trial period, the Inspection Division, when inspecting 
Headquarters Divisions was to ascertain that proper supervision 
was being given by the Assi.stant Directors and Section 
Chiefs to the maintenance and retention of tickler copies. 

The Director requested an evaluation be made after a one 
year trial basis and that he be advised of the results. 


Memorandum to the Director 
RE: SECURITY OF FBI OPERATIONS 


An evaluation of the year • s trial period was 
made through a dissemination of a questionnaire form to 
all FBIHQ divisions. Responses from the divisions were 
unariimous to each question indicating that: (1) none of 
the- divisions experienced any difficulties during the 
trial period regarding the maintenance and retention of 
ticklers under the modified guidelines, (2) ail divisions 
agreed that the modified guidelines which allow tickler 
retention of unclassified doc\aments be left to the good 
judgement of each individual FBIHQ supervisor and that each 
Assistant Director is free to monitor the system in a manner 
best suited to his division and the division’s work should 
remain in effect, and (3) none of the divisions recommended 
that tickler retention be limited to a certain time period 
such as 60, 90 or 120 days. 

The Records Management Division noted the new 
retention guidelines would be in keeping with good records 
management practices and would be in line with the Code 
of Federal Regulations, Title 41, Section 101.11. This 
section primarily contains rules promulgated by the National 
Archives and Records Service regarding record keeping which 
is applicable to all federal agencies. 

This division also noted that a procedure followed 
by one of their branches to control tickler retention is a 
monthly reminder sent to all Section and T^nit Chiefs to 
destroy all unnecessary ticklers. 

. The Administrative Services Division suggested that 
it be emphasized that ticklers should be made on the basis 
of need only as opposed to indiscriminately ’ making ticklers. 

The Office of Inspections, Planning and Inspection 
Division noted that only two FBIHQ divisions had been in- 
spected during the trial period. External Affairs and Records 
Management Divisions. The maintenance and retention of 
tickler copies of unclassified documents was specifically 
looked into during both inspections and there were no findings 
to indicate that other than proper supervision was being 
given by the division's management to this matter. 
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retention of tickler copies in a manner most: compatible 
with the division's work. 
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HEKEIII IS UHCLASSIFIED 

DATE 08-05-2009 BY 60324 UCBAU/DK/SBS 


. . , , 

, 1 “ Training Division 

(Attn; Manuals Desk) 

1 - I 1 

GNC : kem 

( 5 U 


KreGlcr„ 

E>{r^„. — 
(gep.. ACkAdln^_ 


n^c. MSI..... 

S. & T, Sorv. 





■y MAIL ROOM I I TELETYPE UNIT I I 


'bjcios® 



4 --4) / 

# / r “ 


Ofeblnet #1 / Prawer/Fl .. Poptents in Drawer 

^ Field Supervision 

Field Supervision - 
Field Supervision - 
Field Supervision - 
Field Supervision - 
Field Supervision. - 
Field Supervision - 
Field Supervision - 
Field Supervision - 

EXIHPTED FMIE AVrOMATIC • SupOrvislOn - 

DicLAssiFicAE'ioH Field Supervlslon ~ 

AUTHORITY DIMUID FEOH: Field SupCrvlsiOn - 

■ Dt:c],s.ssiFicjTioH GuiDi Field Supcrvlslon - 

ExiHPTioH coil £5xa,6) Field Supervision - 

DATE U8-0E-Z009 Field Supcrvlsion - 

■ ■ ColUIUbia ‘ 

Field Supervision - 
Field Supervision - 
noH coiJTAiHED Field Supervision - 

ICLA3SIFIED Exc :pt Field Supervision - 

OIHEPIJISE Field Supervision - 

Field Supervision - 
Field Supervision - 
Field Supervision - 
Field Supervision - 
/ Field Supervision - 

; Field Supervision - 

I Field Supervision - 

Field Supervision - 
Lepats - Supervisio 
Field Supervision - 
Administrative Chec 
Field Supervision - 
Eiri RV Field Supervision - 

Field Supervision - 

F fOORY ^ 3 — Field Supervision - 

^r^SSIFICArtWWHDEFlNlTE Field Supervision - 


■ITAIHED 

HEFSIIJ IS OTIILASSIFIED EXC IPX 
iHEPE SHOm-I OTHERIISE 
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Albuquerque 

Alexandria 
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Atlanta 
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Boston 

Buffalo 
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Charlotte" 
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Cincinnati 

Cleveland ; 
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Denver 
Detroit 
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- Houston 

- Indianapolis 
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- Jacksonville 
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- Knoxville 
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- Memphis 
~ Miami 
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CabjUtlet #1 /drawer pl extents in Drawer 


Field Supervision - Minneapolis 
Field Supervision - Mobile 
Field Supervision - N* Haven 
Field Supervision -• New Orleans 
^Field Supervision ~ Newark 
/Field Supervision - New York-'^ 

Field Supervision - Norfolk 
Field Supervision - Oklahoma City 
Field Supervision - 
Administrative Checks 
Administrative Checks 
Field Supervision - Philadelphia«^ 
Field Supervision - Phoenix • 

Field Supervision - Pittsburgh 
Field Supervision - Portland^' 

Field Supervision - Richmond, -rrrj-^ 
Administrative Checks - Legat,^^^ 
Field Supervision - Sacramento 
Field Supervision - Salt Lake City 
Field Supervision - San Antonio 
Field Supervision - Washir.prtori Field 
Field Supervision - Tampa 
Field Supervision - St. Louis 
Field Supervision - Sprinfcfield 
Field Supervision - Seattle 
Field Supervision - Savannah 
Field Supervision - San Juan 
Field Supervision - San Francisco 
Field Supervision - San Diepo 
Located in back of drawer 

Manual of Rules and Regulations 
Manual No. 8 

Manual of Instructions, Vol . I 
Manual No. 7596' 

Manual of Instructions, Vo], IV 
Manual No. 7598 

Manual of Instructions, Vol. II 
Manual No. 7596 

Manual of Instructions, Vol III 
Manual No. 7596 
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ablnet / Draw* 


SHACKELFORD- 


bntents In Drawer 


Administrative 1973 
Administrative 1974 
Administrative 1.975 
Administrative 1976 

(AUO) Administratively Uncontrollable Overtimf 
Agent’s Dictation Ability; also Anniversaries |l 
Asian Flu Program ^ ^ 

Censure Matters 
Clerical Escort Duty 
Commendation Matters^'-^ 

Comint Material - CIA Regulations 
Contacts by Supervision/ 

Correspondence Instructions v' . ‘ ' 

Sample Correspondence File 
j/internal Security Section 

Correspondence Classification Statistics 
Correspondence Matters - 
Departmental Order ^300-63 
Dissemination of Security Information 
FBI Training School Schedule 
*/FBIHQ Supervisors' Orientation Coursev^ 

"l/Flles Maintained in I.s-2 sec .^ 

Firearms 

Flower and Gift Fund - ISS 

Indoctrination Program - Agents and Clerk s 
In-Service Schedu le 
i/ Inspection Matters - Fiel d 

t/ Inspector ' s Aides - 

Inventory - New Left Section ^ 

Itineraries 
Mass Media 
Overtime Records 

Performance Ratings - Clerks (Guide) 

Personnel - Agent 1973 / 

Personnel ~ Clerical 1973'^ 

Personnel - Agent 1974 
Personnel - Clerical 1974 
. Personnel - Agent 397^ 

Personnel - Clerical 1975 r 

Personnel - Clerical 1976 l 

Personnel - Agent 3976 

Personnel Count ^ 


blnet X Dra 


- pontents In Drawer . 

Promotional Availability List 
Recreation Committee 
Responsibilities of SICs. 

Retirement Receptions 
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